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FILE CLOSING

A) User sends the file closing request to officers as shown below: open the File from inbox you
want to close and Goto More->Close File->Send for approval

Computer No: 2120  File No: 11-202/5/2017-100012-PUN Subject: testing notings & receipts upload (OLD files gai s
" Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment]) Mare | o
g o —J Close Fila Send for approval | h 2 ame
Park File Clese Fila History
Add Green Note | =/|Add Yellow Nota « 4 12 of 2 Note(s) » » BN Park File History

(PUC) Receipt dated 25.4.2016 Merge Details 18118

Noting regarding this .. dated: 1.5.2016

19/05/2017 11:09 AM TEST USER
(cLK)

(PUC) Receipt dated 25.4.2016

Noting regarding this .. dated: 1.5.2016 I

19/05/2017 11:13 AM TEST USER
(CLK)

e T

After clicking on send for approval below dialog box will open up. In this box user has to fill
remarks for closing a particular file and then click SEND button.

Send for Closing Approval details

Computer No 2120 File No 11-202/5/2017-100012-PUMN L
Subject 1;-E:|5tir|g notings B receipts upload (OLD files migration Criteria
Section~ MNIZ PUMIAEBE OFFICE

]

Sending you reguest for Closing|the file

After clicking Send button, below alert box will open up. User can select OK

Confirmation
a Do wvou want to send the file for Approwval?
_) | ok | Cancel

—Pglz



~officc

Now User can check the file closing requests in “Submitting Files for Approval”. In this
section, there are 2 Action links are available to user.

CFile s e e E T - | o
|’ View |
Receipts =
[[] ~ Computer Ho ~ File Number ~ Initisted By ~ Initisted On  ~ Approved/Rejectsd By ~ d/Rejected On ~ Dealing Section ~ Remarks ~ Ststus ~ Action ~
Files =

[ E 2120 11-202/5/2017-100012-PUN  TEST USER clk-NIC  26/05/17 10:37 100012

, Submitted Files fo
Closing Approval

] <

v Created
+Drafts
+Completed

User can Cancel the

» Approval Requests

request or Check View
Approvers List.

» Closad
+By Me

LBy Others
(Hierarchy)

+By Others (All)

Submitted Files far

: ::;I“ox LEGEND Priority M Out Today B Most Immediate= B Immediate b Action Initiated £ Other Department [5r Files with Draft [} Draft Note Yellow Note
DO |
l. If we click on Approvers on the top right corner of record. We will see approvers who
can approve our closing file request.
List of Approver(s) | _
S.Mo. Approver Mame
1 PANKAT JAIN SCIENTIST_B(PI1}-NIC- PUNIAB- EQOFFICE
g .

NOTE: This list show only those users to whom role has been given through admin as
“ROLE_Approver”

Cancel
. If we click on Cancel that means we do not want to close the file. Put remarks

anything like no need to close , it will come to users inbox again as shown below:
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Cancel remarks

ﬂ Mote: Cancelled File wwill e mowed to File Inboo=<

B) When user send the file closing request to officer, this request will be shown into officer’s
account in “Approval Requests” section as shown below:

Receipts '
I] ~ Computer No File Humber + Initiated By - Initiated O ~ Sender Remarks - Gtatus ~RequestType - Approver Reject Remarks
Fies — N
2 D E 2120 11-20%’5’2017-100012-PUN TEST USER clk-NIC 26/05/17 10:53 close Pending  Closing Request  Approve Reject
b Inbox
S E 1 11-202/5/2017-100012-BUN TEST USER clk-NIC 26/05/17 10:30 kindly approve my request Rejectsd Closing Request  Approve  Rejact E
Submitted Files for
*Clusingf-\pprwa\ E 2120 11-202/5/2017-100012-PUN TEST USER clk-NIC 26/05/17 10:44  pls approve Reopened Reopening Request Approve Reject E
} Created E 2120 11-202/5/2017-100012-PUN TEST USER clk-NIC 26/05/17 10:04  defdf Closed  ClosingRequest ~ Approve  Reject E
 Drs E 2120 11-202/5/2017-100012-BUN TEST USER clk-NIC 26/03/17 0%:39  closimhg Rejected ClosingRequest  Approve  Reject E
+ Completed E 1699 11-1001/1/2016-100012-PUN NITIN BAL Programmer(NP)-Punjab-NIC-20ffice  25/04/17 12:44 ov Rejected ClosingRequest  Approve  Reject E
el E 1750 11-302/1/2017-100012-BUN-Part(1]  TEST USER ch-NIC 25/04/17 12:42 W Rejected ClosingRequest  Approve  Reject E
b Parke
[ ‘ E 1862 11-209/2/2017-100012-PUN-Part}2]  TEST USER clk-NIC 25/04/17 12:36 vh Rejected Closing Request  Approve  Reject E
+ Approval Requests ]
E 1730 11-902/4/2017-100012-PUN-Part(1]  TEST USER cl-NIC 25/04/17 1231 closed Rejectsd Closing Request  Approve  Reject E

Officer can either Approve or Reject the request ~22r2x=  R==ct

right corner of the file record.

. option available at the top

+ When officer click on reject option BE=SE  alert box will open up and fill remarks , that

means request for file closing has been rejected.

4+ When officer click on approve option £2ereve  alert box will open up and fill remarks
then status will change i.e. Approved that means request for file closing has been
approved as shown below in the following screen shots.

Aup e rowal Remarkks I

@ Ao prowal rermaarks

=N = = =Rl 1




Officer’s
<+ Now, status will be shown as Approved in “Approval Requests” in the officer’s Account
account.
06/06/17 . ‘ .
E 2326 11-10014/2/2017-100042-PUN ~ TEST USER clle-NIC 105 kindly approve fpproved pusmg Request Approve Reject

User Account who

sent the request

< In the same time, status also can be seen as Approved who sent this request
for closing the file :

TESTUSER  06/06/17  PANKAJ JAIN SCIENTIST B(P1)-
) : . - :
E 23 11-10011/2/2017-100012-PUN deiic 10:45 NIC-2UNIAB-S0FFICE 06/06/17 10:47 100012

approved) Approved fClose  View Approvers

C) Now, User can close the file as his request for closing the file has been approved by officer by

GOTO-> Submitting Files for Closing Approval -> Select File->Close

Step 2: Select File by
clicking checkbox

Receipts =

p . . . oo /Reject a
- -~ Computer | File Number ~ Initiated By~ Initisted _ pproved/Rejected By - Aporoved/Rejected _ Dealing Remarks~ Status =
Files = No on on Section
TEST USER  06/06/17 PANKAL JAIN SCIENTIST_B(FI)-
- - -| - H =056
e E 2326 11-10011/2/2017-100012-PUN clk-NIC 10:45 NIC-PUNIAB-EOQFFICE 06/06/17 10:47 100012 approved Approved Close iew Approvers
Submitted Files E 2120 11-202/5/2017-100012-pun  1LOT USER - 26/05/17

100012
- for Closing ck-NIC 10:53

Cancel View Approvers
Approval

Step 3: Click Close

Step 1: Click on Submitting

Files for Closing Approval

Step 4: Put Closing Closing remarks
remarks and click OK < Closing remarks

action has been

taken . -
Remarks *

Ok | | cancel

4+ Now File has been closed by user and it will be shown in CLOSED-> By Me

< User can re-open the file as per required by clicking = re-open link.
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} Parked

Computer No v v File Number
2326 E

v Subject * Closed on

* Closing Remarks v vy
11-10011/2/2017-100012-PUN dx

N Approval Requests 06/06/17 11:40 AM ws

1

b Closed
+By Me

D) In some case there is need to re-open the file, click on re-open following alert box will open
up

£-0DEl
1860

B 11-12011/2/2017-100012-PUN-Part(1

New New RTI File 05/04/17 02:52 PM close

1873 B 11-12011/2/2017-100012-PUN

New RTI File 05/04/17 02:51 PM
1899 E

cloes

11-10011/2/2017-100012-PUN

= = = R
S S
I=T =T <]
® (@ |3
S5 5 15 5

nyfile 17/03/17 03:48 PM closing

Confirm

You are not privileged to reopen the file. Approval is required to reopen the file. Do you want to
@ request for reopening approval?

Ok | | Cancel |

This dialog box states user do not have authorization to directly open the closed file, he/she has

to first request for re-opening the file to officer. Click OK button and put remarks in
following Re-open dialog box and SEND it.

Send for Reopening Approwval details 4
Computer Mo 23248 File Mo 11-10011/2/2017-10001L2-P LM
Subject =

Section™® MNIC PUMIAB OFFICE

==

Click OK for Confirmation and file re-open request has been sent to officer.

Confirmation

6 Do wou want to send the file for Approval?

I o ||

Cancel

The re-open request will be now visible under “Submitting Files for Re-opening Approval”
of Closed section because we have sent the re-open request to officer.
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Submitted Files
+ for Reopening
Approval

p : ; Approved/Refected _ Approved/Rejected
N ;gm UL . e Number ~ Initiated By = Initiated Oﬂ'g! rovedReledted _ AvbrovedRejedted Dealfd gy siaryg- action <

- On Section
TEST USER 06/06/17
E 2326 11-10011/2/2017-100012-PUN clleNIC 19:14 100012 Pendfg Cancel View Approvers

Again user can Cancel the request or check View Approvers who will approve/reject the re-open
request.

E) When user send the file re-opening request to officer, this request will be shown into officer’s
account under “Approval Requests” section as shown below:

Officer can Approve/Reject
re-open request

Approval Requests

(2)

4

<+ If Officer Approve the re-open request Approval Dialog box will open up where officer has to put
remarks and Click OK button.

1-10011/2/2017-100003-F0N  TEST USER olk-NIC fg‘ffi"” re-open it Pending :::5::;““ Approve Reieg

Approval Remarks

6 Approval remarks

re—open regquesic
appr o vel

Remarks

(] | | Cancel

After pressing OK button, status will change to approved as follows:

R : a ) 06/06/17 : . Reopening .
E 2326 11-10011/2/2017-100012-PUN TEST USER clk-NIC 12:14 re-open it Approved Request Approve Reject E

A
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+ Now User can see the status his/her file re-open request from “Submitting Files for
Re-opening Approval” and can see the status :

Submitted Files TESTUSER 08/06/17 PANKAD JAIN re-gpen
+ for Reopening D E 2326 11-10011/2/2017-100012-PUN deNIC 12:14 SCIENTIST_B(P1)- 06/06/17 12:36 100012 request Approved)Reapen View Approvers
Approval ' NIC-PUNJAB-EQFFICE approve

4

On clicking on Re-open link , following Re-open dialog remarks will open up.User must
fill the remarks and click OK

Reopening remarks

a Reopening remarks

File has EBesen
re—opened

Remarks -

4+ File now will be reopened again and available in User’s File ->INBOX

Files c TCg—mmr'FileNumber v Sibjet " Sent By " et On ‘% "ReadOn ~ Remals
o - WK KET

,r i BN 00020000082 f TEST USER 00012




